ep’s  Etiquette for Everyone!

NAME _________________







Date 
_________________

What is Etiquette? 

Etiquette is simply the ________________ and actions that are acceptable in social situations, on the job and in everyday life. 

Etiquette is:

_____________________

_____________________

______________________ 

The point of etiquette is to make you feel _________________  not uncomfortable. 
Social Etiquette
Basic Table Manners
Should a man pull a woman's chair out for her before she sits? 
Men don't have to insist on _________________every time a woman leaves or returns to the table. Just be _______________.  

If you're a guest at someone's house, don't __________ until the host sits first (unless the host told you to sit down at the table).

In fact, when dealing with hosts, remember…______________________________

_____________.  This includes sit, eat, put your napkin on the table, and leave. 

His, Her’s or Mine? 

Your plate is in the ________________. 
Knives and spoons are on your _______________, and forks and your napkin on the ____________________. 
Liquids (e.g., your water) go to your _______________, and solids (e.g., bread plate) go on your ___________________. 
Here's an example of what a table setting may look like:
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Remember that your drink is always on the ____________ because the first two letters in the word "DRink" stand for "Drink Right."

READY, SET, EAT! 

Take your napkin and place it ________________ when you sit down. 

Now you can take some bread from the breadbasket. Take only ______________ of bread. It's OK to rip it from the loaf with your hands, but be neat. DO NOT _______________ at this point.   Take some butter, and put it on your plate, not on the bread. Now you have your own little pile of butter and won't continually fish from the communal butter dish. 

Use your utensils from the _____________________

The fork furthest to the outside is the one you should use for the ________________. 

When the next part of the meal comes, use the next outermost fork, and so on. Same deal goes for the spoons and knives.

If you're in a fancy restaurant or a party, your waiter might l _______________________________  you won't need. 

If you're not sure what to do, ____________________  what your neighbor does. 
Never let any utensils, once used, touch the _______________ again.   The utensil could dirty the tablecloth and result in a cleaning bill for the host. Once a utensil is used, its lifespan is over. Leave it _________________________ at all times.

Do not put the entire soup spoon ____________________
Instead, fill a soup spoon about ____________ with soup, bring it up to your mouth, and ___________ from the side with as little ____________ as possible. 

When your soup runs low, it's acceptable to ____________________________  so that you can capture the last bits of soup, but don't do that _____________________. Remember to lower your spoon into your soup gently so that it doesn't _____________________________________.  

Posture
Always sit _____________ in your chair, never leaning backward, not forward. Never let your elbows ___________________.  You can put your hands on the table. When eating, do not bring your face toward the plate, but bring the utensil up to you. 

What if you drop something? 

You should ___________________ so that (s)he could replace the item.  Don't pick up the dirty fork and put it on the table.  If it's your napkin that escaped, just excuse yourself as you lean down, pick it up, and _______________________ you were doing.

Passing stuff
If someone asks for something to be passed to him or her, only reach for it if ________________________. In that case, take the one item and place it directly _____________________. Do not pass it hand-to-hand.  Continue passing the item in this manner until the original requester has the item. Oddly enough, you are not allowed to help yourself to the item until the original requester gets a chance at it. When that person is done, _________________________________---.


Salt and pepper
If someone asks you to pass the salt, do it in the same manner above, but ________________________ (even if only one of the two were asked for). Also, NEVER use salt or pepper on your food until __________________. It's a huge insult to the cook if you try to add flavor before even tasting it. 

If you spill something, ____________________________.
It happens. Just be calm, ________________, try to prevent anything from spilling over onto the people sitting next to you with your napkin, and get a waiter to help you control the damage. If something spills onto someone's clothes, do NOT ________________________________.  Point it out, let them clean it up, offer to pay the dry cleaning bill, and then let it go.  Just keep your cool!
When it's OK to use your fingers, and when you must use a utensil?

If you're not sure whether or not you can eat something with your fingers, just use a utensil.  As for foods that you can eat with your fingers, they include:

· 
· 
Think of the things you've heard all your life about        

table manners. 
· don't __________________ 

· don't __________________________

· chew with your mouth ______________________ 

· _________________ if you get up to go somewhere (e.g., bathroom, to make a call) 

· don't ______________________ (just excuse yourself to the bathroom) 

· don't leave ____________________ 

· don't put _______________________ (meaning a purse, papers, keys) 

· don't ___________________

· don't ____________________________ 

How do you end with a good impression?
Place your knife and fork on the plate so that they are ________________________, at the eleven o'clock position (a diagonal from bottom right to top left) with the points ___________________. 
This is different from the "X" position, with the knife and fork crossing like an X over your plate, which indicates that __________________________, but merely resting between bites.  

Place your napkin next to your plate on the table (but again, NEVER ________________________________). Place it loosely (not twisted or crumpled). Don't put it on the chair. 
Etiquette during a Banquette

Guest speakers deserve our attention and respect.  

Show your appreciation by following these simple rules: 

· Show the same respect that you __________________________ from others
· Turn off ____________________. Refrain from ________________.   
· Do not _____________  during the presentation - your chatter is unwelcome, distracting and disrespectful. 
· Do not make ringing noises by ________________________________ with your finger
· _________________ is very appreciated at appropriate times.
Meeting People

When meeting people both your ___________________ and _________________ behavior make an impression. 

Use effective 

· _________________________ 

· _________________________  

· _________________________.

Handshakes are very important in social situations.

· Develop a comfortable handshake and keep it _______________. 

· Handshakes should not be too ____________ or too __________________. 

· Make a solid connection 

· The host or person with the most _____________________ usually initiates the handshake. 

Eye contact is another critical factor when meeting people.

· Eye contact _____________________________. 

· Eye contact shows _____________________ and good interpersonal skills. 

· Eye contact shows ___________________ for the person and business situation. 

Proper introductions help to establish ___________________ when meeting people.

___________________ defines whose name is said first. Say the name of the ___________________________ person first and then the name of the person being introduced. 

Introduce people in the following order: 

_________________ to ____________________ 

_________________ to ____________________

_________________to ____________________ 

Keep the introduction ______________________. 

Remember _______________________ for future reference. 

Provide some information about the people you are introducing to clarify your __________________________with that person. 

Work Etiquette
The following principles can be used by employees to show proper etiquette.  

· Arrive to work and meetings ______________. 

· Complete work assignments ___________________.

· Be polite, pleasant and ___________________________.

· Learn office politics - Pay attention to ____________________________.

Understand the unwritten rules of business:

1. The Boss is _______________________ - right or wrong, the boss always has ________________________________

2. Keep the boss ______________.You don't want the boss to hear information mentioned from an inappropriate source. 

3. Never go ________________________, without telling him/her first. 

4. Make your boss ______________________. Promotion and opportunities will arise when you work toward the organization's goals. 

5. Dress as __________________ as possible. Being well ____________________ and clean is essential.  

6. Adopt a __________________ attitude. Those who accept ________________ and display ____________________ are valuable. 

7. Be __________________. By remaining flexible you gain a reputation as a ___________________________. 

8. Give ________________ to everyone who made a contribution to a project or event. 

9. Don't differentiate people by _______________ or _____________________ in a company. 

Telephone Etiquette

How you conduct yourself on the telephone tells others as much about you as face-to-face interactions.
· Always try to __________________ on the same day.

· Keep business conversations ____________________________.

· Do not keep someone on hold more than ____________________________

· Always leave ___________________________________ if you ask someone to call you back.

Correspondence Etiquette
Whether you have just met someone, or have known the person for some time, it is important to follow-up meetings or acknowledge gifts with written correspondence.

· Write a follow-up letter/thank you note within ________________________________

Email etiquette has some specific guidelines.

· Never use all ________________ and watch for typos. 

· Always include a _______________________ line in your message. 

· Use correct ____________________and _____________________-. 

· Always use a signature if you can; make sure it identifies who you are and includes alternate means of contacting you (_________________________________________). 

· Avoid ___________________ sentences, be concise and _____________________________. [image: image9.wmf]






